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SCHEDULE OF RECORDS RETENTION AND DISPOSITION

Form RC-2

(1) TO: CITY OF PATASKALA Records Commission 740 927-3361 Telephone Numbers

621 WEST BROAD ST. PATASKALA 43062 LICKING
(Addcess) - (sity) (2ip code) (county)
07-05500

(onit)

uhndulemdﬂntmmoordwiﬂbehnwinglydispoudofwhinhmimmmypmﬁng c-n.;llim.uﬁmormquut.l"‘m'ﬂm,

was approved on

Chairman, Records Commission:

mwa%&udmﬁhmwmnmm ThuRC-

(4) Subjeet to selection upon receipt of 2
Certificate of Records Disposal (RC-3):

Approved by the Ohio Auditor of State:

*SEPARATE ENTRIES SHOULD BE MADE FOR

(51

(6)

{71

RECORDS WITH MORE THAN ONE MEDIA TYPE

(&)* 2

Number Record Title and Description Retention Period Modia For use by Anditor of
Schedule Type State or OHS-GRP
08-0001 General Correspondence: Subject matter 1 Year and no longer of an | Muiti
general administration of the City to Fiscal value, Appraise for
matters that may be received from cither | according fo content
an external or internal source, ’
08-0002 Transient Correspandence Retain vntil 0o longer of Multi
Administrative value, then
destroy (RC-3 Not
Required). -
08-0003 Unsolicited jei Retnin until no longer of Multi
unsolicited correspondence destroy (RC-3 Not
Required).
08-00004 Copies — Rending, Informational and Retain until no fonger of Multi
Refarence Administrative value, then
destroy (RC-3 Not
Required).
08-00005 | Drafts, Informal Notos, Reminder Notes | Retain ootil no fongerof | Ml
destroy (RC-3 Not
Required). -
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0800006

08-00007

08-00009

08-00010

08-00011

08-00012

08-00013

08-00014

08-0001L5

08-00016

08-00017

08-00018

I

| Blank Forms | Retain unfil no tonger of | Muiti
Administrative value, then
destroy (RC-3 Not
Required).
Bulletins, Posters, General Notices and Retain until no longer of Multi
Displays Administrative value, thea
destroy.
Computer General Administrative and Retrin until no longer of Multi
Fiscal Reports (Non-Specific) an Administrative vatoe,
Voioe Mail, Text Messages, Caller ID Erase or deleto until no Multi
Logs, Pager Messaging longer of an
destroy.
General Adminigtrative Fites Retain until no longer of Multi
an Administrative, Fiscal,
Legnl or Historical value.
Electronic Mail System (E-mail) Retain E-mail thet has a Multi
Fiscal, Legal or Historical
valoe. Maintain according
to content. (Refer to RC-
2). Emse or delete E-mail
thai has no significant
Backup Data (Not Duplicated on Rotain for two (2) System | Computer
Desktops, Laptops and PDAs) Backup Cycles then delete,
crase of destroy data.
Reuse media if possible.
Facsimile Logs/Cover Maintain until no longer of | Multi
Sheetz/Confirmation Notices and Buffer | an Administrative or Fiscal
Printouts value.
Awards, Newspaper Articles and 25 Year(s) and no longer Mault
Clippings of Historical vahe.
Press and News Releases 3 Year(s} then appraise for | Multi
Administrative or
Historical valne.
General Photographs, Negatives and Retain images that have Multi
Electronic Images sigmificant Administrative,
Fiscal or Legal valuc.
Maintnin significant
images according to
| comtent. (Refir to RC-2).
Erase magrs that have no
significant value,
Business Cards — Rotary, Rolodex and Retain until no longer of Multi
applicable software files Administrative value, then
destroy (RC-3 Not
Required).
ki i Contimally updated, Paper
Information and Data on: Display revised, completed,
Boards, Brasable end Dry-Erase Boards, | superseded or erased.
| Chlﬂ:boudz.EudMudEMomc




[ 08-00019 |1

08-00020

08-00021

08-00022

08-00023

08-00024

08-00025

08-00026

08-00027

08-00028

08-00029
08-00030

. Ohio Public Records Complisnce Folder

Ancnymaons or Unfounded Complaints

Professional end Trade Magazines,
Catalogs, Reference Publications and
Directories

Professional Organization and
Association Files
Manuails

Records

Laws, Regulations and Rules (Local,
County, State and Federal)

Policies, Procedures, Rules and
Rogulations

Public Record Request Forms

(Mzy contain appropriate RC-1, RC-2 or
Re-3 Forms)

1 Year(s) and no longer of
an Administrative value.

Maintain until equipment
soid, scrapped or no longer
property of the City.
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